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MEMORANDUM FOR: Director of Communications 

Director of Finance 
Director of Logistics 
Director of Medical Services 
Director of Personnel 
^Director of Security 
Director of Training 
Chief, Support Services Staff 


DD/S 72-2622 
30 June 1972 


SUBJECT 


: Management Review and Improvement Program 


REFERENCE 


OMB Circular A-44 (Revised), dated May 24, 1972 


S| AT 


lo A copy of referent circular is forwarded for your information since 
there will be some delay in the issuance of implementing instruction s from the . 

Office of Planning, Programming and Budgeting. We understand that STAT 

lof O/PPB will be in charge of this project. 


2. O/PPB instructions should be issued within a few weeks and will be 
forwarded to you as soon as available. 


STAT 


Acting Chief, DD/S Plans Staff 




• » 
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EXEWlTiVE OFFICE OF THE PRESll^N 


000400090009-6 

IT 


OFFICE OF MANAGEMENT AND BUDGET 

WASHINGTON. D.C. 20S03 


May 24 , 1972 


CIRCULAR NO, A- 4 4 
Revised 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS 

SUBJECT; Management review and improvement program 

1 , Purpose , The purpose of -this Circular is to provide guide- 
lines for (a) management review and (b) management improvement, 
that will focus agency efforts on operating programs and on -the 
functions essential to their support, ’ These efforts will be 
evaluated at all levels based on contributions made to achieving 
operating program objectives, 

2» Rescissions , Effective September 1, 1972, this Circular su- 
persedes and rescinds Circular No, A-44, Revised, dated February 
16, 1970, subject. Establishment or a management improvement pro- 
gram applicable to all Government operations, and Transmittal 
Memorandum No, 1, thereto, dated June 17, 1970, subject. Govern- 
ment-wide study to improve Federal reporting and reduce related 
paperwork; and. Circular No, A-79, dated July 3, 1968, subject. 
Report • of accomplishments in the use and management of automatic 
data processing {ADP) , Reporting requirements specified in these 
rescinded directives are superseded by this Circular effective 
September. 1, 1972, 

3, Authority , Statutory provisions require the Office of Man- 
agement and Budget to issue guidance to be followed by depart- 
ments and agencies in reviewing and improving their operations; 
and require OMB to assess department and agency management, 

*5- Coverage, The provisions of this Circular are applicable to 
the management of all executive branch operating programs and 
supporting functions unless -they are exempted in writing by the 
Office of Management and Budget, 

5, Definitions, For the purposes of this Circular the follow- 
ing definitions apply, 

SBSSS&iSS. program, A mix of activities and resources 
under common management organised to accomplish a department or 
agency mission, 

reytgw. An objective examination, analysis, 
and appraisal made by a department or agsncv of its operating 
programs, functions, or organisational units. 


c» Mana,gamfvgt :l mor e ve m an t , An effort implemented 

or agency th 
t i «nel y sa r v i c e , pr o vi d e a 


7 a de- 
partment or agency that increases productivity, renders more 

oer cor quality, or reduces costs of an 
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, operating program in relation to the achievement of its 

objective- 

.5. Res non sibi litre s of the Office of Management and Budget , 

a, Guidance . The office of Management and Budget will pro- 
mote the management review and improvement program through; 

1 } Idea interchange „ Appropriate means will be devel- 
oped for the interchange of management review and improvement 
ideas.. Special emphasis will be placed on disseminating 
information concerning quantitative improvement techniques such 
as value analysis and cost-effectiveness analysis, 

X (2) Interagency managemen t projects . Interagency man- 
agement projects will be monitored and the departments and agen- 
cies will be advised of applicable efforts planned or in process, 

X (3) Annual management .letters , Departments and agen- 
cies will be provided with an annual assessment of 'their manage- 
ment review and improvement program efforts , and specific manage- 
ment issues requiring department or agency action will be 
identified, 

b, Assessment: , The office of Management and Budget will 
assess the progress of the management review and improvement pro- 
gram through; 

— bf {1} S urveys . On-site management surveys will be con- 
ducted by teams comprised of OMB and agency personnel. The 
surveys are designed to .examine and evaluate the management 
capability of a department or agency and gauge whether top man- 
agement needs are adequately served. Such surveys may be 
initiated by OMB or at the request of a department or agency 
head, 

(2) Study of common areas . Common operational areas 

will be selected periodically for Government-wide study, 

(3) Reports appraisal . Department and agency annual 
management reports will be appraised, 

(4) Review of agency actions . Department and agency 
management actions taken in response to management issues identi- 
fied in annual management letters and in budget hearings will be 
reviewed. • 

<5) Other actions . Other means will be determined, by 
OMB as appropriate. 


4No , 


&-• tun 
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, ««en department and agency will establish a continuing^and’syste- 
■matrc review and improvement program at all levels in accordance 
" ath the ^guidelines contained in this Circular. Responsibility 
tor coor uina cion of tne management review and improvement program 
“X l e delegated to a top level official reporting direluy io 
c-iio uparunent or agency heacu The coordinator Shall be assigned 
t-he responsibility xor assuring that: ‘ - J ~ 

a„ Program procedures provide for proper coordinate on and 
conrorm to the guidelines in this Circular/ 

- . b * Presidential Management Improvement Award nominees are 
rcrrly consrdorcd without reference to sex, race, creed" -^alionai 
s f guade, ran*, or other nonsubstantive factors, and to 
assure char nominations represent accomplishments of sufficient 
significance uo warrant Presidential recognition. 

„ jth c * annual management report is prepared in accordance 

I, ? pa-.agi.aph 10 and is submitted to the Director, of^ic* of 
Management and Budget. ' — ox 

^nat.SBte 2HidSline S . Department and agency manage- 
ik^xifc rs '/X6^ procedures will provxde for * 

. s. . and appraisal*' rp^-I 

include n — — ~ — — aw._u.^*wo 

. Examination of operating programs to Ps^rtain 

S?!iL; mpact on accomplishing a significant aspect of xhe ovareJ .1 

, Analysis or operations to deterin*i ^K^t-Ko-v- -i-ih-av 

are being performed efficiently and effective!^ ^ ^ 

0 ™. n4 .* < 3 } Appraisal of alternative approaches for oerfo-npinq 

operations m a more cost-effective manner. *. J 


b« Review coo r d j.n at ion 
irough: 


Reviews ’will be coordinated 


d) 

Establishment of 

appropriate 

pl snui n g pro cs de s 1 

{2} 

Assessment of man 

determine im 

pact on al 1 operati: 

(3) 

Screening of rev. 

those which 

should be designate 


Ox review schedules to assure that 
uu initiation ox management reviews. 

management review recommendations to 
rating program objectives. 

review recommendations to identify 
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** »'i (4) Prompt dissemination of recommendations to the. 
level capable of initiating necessary corrective actions,, 

(5) Establishment of a control system that will assure 
the satisfactory implementation of all approved corrective 
actions, 

9, Management improvement guidelines , Department and agency 
management improvement procedures will provide for 'the accomp- 
lishment of priority improvement projects and other improvement 
projects. 


a. 


Priority improvement projects . 


(1) Selection , Prior to the beginning of each fiscal 
year*, a limited number of areas requiring top management atten- 
tion will be designated as priority improvement projects. Such 
projects will identify areas requiring improvement during the 
year based on an assessment of all applicable evaluation sources, 
including management review recommendations and should consider: 

(a) The need for improving the operating program 
or function in terms of accomplishing the mission. 

(b) The cost-effectiveness of an improvement in 
terms of the potential benefits to be obtained. 

(c) The availability of resources to apply to the 
proposed improvement in terms of department or agency-wide prior- 
ities. 

(d) The opportunity presented by an improvement 
for new initiatives that will encourage the better . use of 
resources, ‘ 

Objective and performance indicators . Management 
improvement objectives and performance indicators will be estab- 
lished and quantified, where practicable, for each priority im- 
provement project. Performance indicators should permit 
continuous and total assessment of progress in 'the attainment of 
each improvement objective and should reflect: {a} increases in 
productivity, (b) more timely service rendered, {c) better 
quality in the output, or {d) reduced costs for the operating 
program or supporting function, 

(3) I raqi ern ent ation Priority improvement projects will 
be implemented through the appropriate operating program or sup- 
porting function managers, ' 


(4) Pe riodi c ev43.u a . tion . Actual 


o err ormo.ru 


achieved 

will be compared at appropriate intervals during the year against 

Vs o. A™ 44} 




A 




5 


■sack perrormcLTi-ce— wicrxs-s-tszr- ancY correctiJFe'a^foiT will be initi 
‘abeQ through the appropriate operating program or supporting 
function manager- Comparisons will reflect a balanced assessment 
of productivity, service, quality, and. cost indicators to assure 
that corrective actions foster the total improvement desired for 
each objective. 


Othe r improvement projects. Other improvement projects 
will be implemented through the appropriate operating program or 
supporting function manager, to the extent of available manage- 
ment improvement resources. Efforts should be concentrated on: 

(1) Financial operations as defined in "The Joint Fi- 
nancial Management .improvement Program in the Federal Government 
of the United States,"' 1967, GPO No, OF- 278-392, 

(2) Automatic data processing operations as defined in 
Ohs Circular No, A— 83, subject, ADP Management Information System 
(ADP/MIS) , 


( 3 ) 


The management of internal, interagency, and public 
fined in OMB Circular No, A-40 and the Federal Prop- 
erty Management Regulations, 


reports as defin 


(4) The productivity of Government operations including 
development of productivity indices, better use of work measure- 
ment systems, expanded use of unit cost measures, and productiv- 
ity justification of capital investments. 


{5) 'pke utilisation of available resources at all 
levels to. reduce the cost of currently approved programs or 
.ouaget estimates including the elimination of nonssssntiai .activ- 
ities and positions , adjustments in existing activities and pro- 
cedures, use of labor-saving equipment, economical procurement, 
and other actions that will reduce costs. 


(S) Common operational areas which are periodically 
designated by the Office of Management and Budget for Government- 
wide study. 


c< im provement, c oor dination. The scheduling of other im- 
provement: projects will be coordinated with the selection of ori— 
ori’cy. improvement projects to assure that they complement the 
priority projects. - Other improvement projects should be 
signaled as priority improvement projects when appropriate in 

department or agency. For example, budgetary 
warrant designation of an overall effort to 
priority improvement project. 


...p 


the judgment c 
constraints may 
reduce costs as 


,:V~ 
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tives 

inciu 


Improvement 


. , _ , Appropriate improvement ineen*-' 

should 


1 %) The interchange of ideas within a depa^tm^nt or 
agency stressing innovative improvements and techniques that may 
C ' l - apced J-or use m areas other than where originated; and 


. „ h\ x ‘? e nonu -*iation of individuals or groups who have 
^^epcronar^and outstanding contributions to the achievement 
. management improvements for Presidential Management Improve- 
mr Awards. Tnese Awards represent the pinnacle of recognition 
gr^nced by the Federal Government for management improvement and, 

various other .forms of 


or 


as such, are an important part of y(UAVUO 
recognition which may be granted by the head of a department 
agency cnrough the Federal Incentive Awards Program. 

* 

Reports,. Each department and agency with 200 or more full 
•came regular employees will submit to the Director of the Office 
o:c Management and Budget, by September 1, of each year, an annual 
manageMent^epcri:. The report will be prepared 'in 'acco^nc! 
IT a, , cna . •; ormd ' c and anstrucrdons contained in the Attachment and 
and will be submitted with a brief covering t^ans- 

comul s y al ^ tes -total effect, of reported plans and ac- 

-.v j ^ s.-mmco in the achievement ox operating program objectives, 
agencies with fewer than 200 full time regllSr employees will 
a - f narratlve annual management report. The first sub- 
Sep Jo?S 8r > „ 1972 i will cover accomplishments 

^ T 3 72 anct p * lans ±or fiscal year 1973, except as 

not_eo in tne Exmbit. 

Th ? ****&• data for implementation of 
guidelines m mis Circular is July 1, 1972. 


12, 


Xncfui: 


iAnagement 
sion, Washington, D,.C 


Inquiries should be addressed to the Office of 

■i t /I • 1 * * — 


and Budget 


Organisation and 
20503. 


Me 


nagement Systems Divi 


GEOBGE P. SHULTZ 
Di re ertor 


CFo» a -4 in 
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Management R eview an cl i mprov £;E2S21=Liii 
A nnua l Management Report 

•K Pu rpose of the report . The annual management' report is de- 
siQ'Bsd to serve three purposes s ' 

Promote an annual assessment by the departments and 
agencies of their management review and improvement program; 

v> assist the office of Management and Budget in assessing 
department" and agency progress and responsiveness in imp-emencxng 
Uie management review and improvement program; and 

c. Consolidate interagency management review and improve- 
ment reporting requirements. 

; Number of copies . Each department and agency will submit 
..our copies to 0M3. 

o, ppDOtfc transmittal. A brief covering transmittal which sum- 
marizes" the impact of reported plans and accompixsnmencs on 
achieving operating program objectives will oe sunmxrueu with ^ 
annual management report. 

>\ penott s ections . The annual management^ ^epo 
into eight" sections as specified in the Exhiort: 

Management reviews {Section I) • 

b. Priority improvement projects (Section IX) ; 

c. Financial accomplishments and plans. (Section X.lx) , 

cl. Automatic data' processing {AD?) improvements (Section 

. a Management of Federal reports j a 

f a productivity improvements {Section VI) ; 
g«, cost reductions {Section VII) ; and 


XV) ; 


h., l 


{S action VII x) 


jominees for Presidential Management Improvement Awaras 


21 *^ 44 ) 
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2 . 


5, A P l guidelines 

will be applied in preparing the annual management report: 


an 


A 


a» Limitations . Reportable data will be limited to review 
improvement plans and accomplishments initiated by a depart- 
ment or agency through new ox improved management., actions. " Ex- 
ternally imposed actions such as externally directed budget and 
personnel reductions or legislative changes are not reportable. 

b - Data availabl lity «, If requested, departments amd agen- 
cies will be prepared, to provide to the Office of Management and 
Budget substantiating data for any information submitted in the 
annual management report. Departments and agencies are not 
recjuired to maintain central files of substantiating data and are 
encouraged to retain such data at the originating level. 

V alidation . Departments and agencies will assure that 
an independent evaluation has been made of the reasonableness and 
validity of reported accomplishments. This independent evalua- 
tion must; 

CO Be made by an organization other than the organiza- 
tion responsible for the accomplishment; and 

12 .) Provide through sampling, or other appropriate 
technique, an acceptable level of confidence that the accomplish- 
ment actually took place and is valid as reported. 

d. Idea interchange . Departments and agencies will high- 
.lag nt improvements in any Section of the report that may have ap- 
plicability for other departments and agencies. 


'A - -O » 
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ANNUAL MANA GEM ENT REPORT 
SECTION I - MANAGEMENT REVIEW S 

Brief description of procedures established to conduct management reviews:* 

Reviev; policy, 

bo Reviev? objectives* 
c, Reviev; approach. 

Review plans . for. current year summarizing i'h brief narrative statements:** 

a. Operating program objectives to be: examined® ' 

A ' f 

b„ Major operations to be analyzed,, 

Revrew achievements for past year summarizing in brief narrative statements of changes in;* 
a* Operating program objectives.. 

b. Major operations 


iscr^pcion should ^rsrCiencG ctny on-going examination*- analysis s and aopraisal e s 
an agency has designated as part of its management review procedures® This de 
* bo iepoi. cea omy m tne xirst submittal or in subsequent submittals when a 
change in management review procedures has been implemented* 


significant 


levies pio.ns and acnievemenbs may be precleared fcy an agency with the aup3 5 cabl «? cmd 
division prior to submittal to facilitate delineation of an aonropriate' i^i"" o-”' 

Review achievements for 2m2mi^5h^\^F^smoa^^^OOSOOOS-Q ' ~ ‘ s '" 


m 'rh 


SECTION II 



- PRIORITY IMPROVEMENT PROJECTS* 


1. Project title. 

2. Identification of program or function covered by the Project. 

3. Summary statement of improvement approach: 


a. 

Brief description of Project. 


b. 

Reasons Project was selected. 


c. 

Brief evaluation of the usefulness of primary improvement techniques 
(e. g. , value analysis, cost effectiveness analysis, etc. ) applied. 

• 


4. Specification of improvement objectives and performance indicators: 

Performance Performance Objectives 

Indicators** BPRI***Base Year Past Y ear t Y ear Cur r ent Year 


a. Productivity. 

b. Service. 


c. Quality. 

d. Cost. 

5. Assessment of performance: 

a. Reasons for short fall or above average performance. 


b. Corrective action initiated or required. 

c. Target dates for improvement objective achievement. 

*Submit this Section for each Priority Improvement Project. Priority Improvement Projects for fiscal year 1972 
may be reported in the format contained in Exhibit 1 to Circular No. A-44, Revised, dated February 16, 1970. 

•♦Develop all four indicators for each Project if applicable. If not applicable, explain. 

,. Base period reference iderhmm&$T&rMeie$Se320pZmi'\&. SlA«DI&8&BTO^F^Ot)aS§090009-6 


SECTION III 


FINANCIAL ACCOMPLIS HMENTS AND PLANS 




SECTION IV - AUTOMATIC DATA PROCESSI NG (ADP) IMPROVEMENTS* 


Description 
of Improve ment* * 


Identification of 
Program or Function 


1© Significant improvements in the per~^ 
formance level of a program or function 
as a result of using ADP capability: 


2 o Planned* for current year, 
bo Achieved 'during past year* 


2* Significant improvements in the manage- 
ment of computer facilities and’ 
resources; 


a, . Planned tor current year* 
bo Achieved during past year* 


Information to be reported in this Section is covered in 'Circular No, A- S3. 
*#If reported in Section -II, list only the Priority Improvement Project -title. 


snort: such improvement -s as concolida.fi on of computer facilities, results from the 
hardware and software monitoring techniques P standardization of system requirements 
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SECTION V 


- MANAGEMENT OF FEDERAL REPORTS * 


• Brief description of procedures established to manage Federal reports:** 
Reports management policy* 
bo Reports management objectives* 
c« Reports, management approach* 


o Cost of reports:*** 


Reporting — ~ 

Category , July 1 (Past Year) 


a* Public Reporting 
(man-hours) 

be Interagency 
Reporting 
{dollars} 

Co Internal 
Reporting 
(dollars) 


•July. 1 (Current Year) 



Information to be reported in 'this Section is covered in circular A~4G 
Property Management Regulations * • 


id the Federal 


v* Hi is description is to be reported only in the first submittal or 
. v?hen a significant change in reports management procedures has be 


in subsequent 
en implemented* 


suDrn; 



F**&ttach a summary analysis of difference in cost of reporting over 
factors as the reporting impact of new programs and an assessment 
reports management efforts* ■ 


the past year citin< 
of the effect! vene 


uC.u 

Of 
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1 . 


2 « 


Sign! flea n*t improvements in the productivity 
of Government operations planned for the 
current- vear* 


Significant improvements ■ in the productivity 
of Government operations achieved in the past 
year* 


^Information to 
Productivity 


he reported in this 
Improvements for fiscal 


Section- is covered 
year 1 972 do not have 


in Circular A* 
to be reported* 




'If reported in Section II* list 
cases* include a productivity 


only the Priority Improvement Project title 0 
index in the description of the improvement* 


Section 


In all 




«i, s 
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SECTION VII 


COST REDUCTIONS* 


1. Overall cost reduction dollar savings goal for current year. 

2. Overall cost reduction, dollar savings achieved or estimated for: 


Use of Savings 


Past Year** 


Current Year** 


Budget Year** 


a. Finance other 
approved 
requirements 
of the reporting 
unit 

b* Reprogrammed to 
finance ether 
approved 
requirements 

Co Placed in reserve or 
applied to reducing 
the President's 


3 . 


Y-V : ' 


3« ■ Summary descriptions of past 1 year cost reduction a c i i i c v e it. 0 n t s when che acliie 1 ,.- GmGii c . 

a, Has applicability to other departments and agencies; or ■ ‘ 

\ b. Has a significant estimated budgetary effect in the current or budget year, 

cost reduction is selected as a Priority Improvement Project an ct reported rn Scv-trcn 
- this Section will not be submitted, 

**Do\\ar savings actually achieved during the past year. 

***Th A estimated budgetary effect in the current and budget year of cost reductions achieve 
•theT past year s if applicable , as covered in Circular A- 11* Section 2t1, 
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SECTION VIII - NOMINEES FOR PRESIDE N TIA L MANAG EM ENT IMPROVEMENT ANARuS 


1® Submit for each nomination: 

a. Nominee 5 s name, title, and grade; or .identification of group* 
bo Organization* 

Co Summary of achievement® 


d® Summary of benefits® 

e® Agency contact official (name, title, phone number) « 

f 0 Any agency award that has been granted or is in process for the achievement® 

g e specific evidence of the degree of ingenuity, innovation, extraordinary dedicatee 

exceptional skill demonstrated by the nominee* 

•» 

he Any additional pertinent information® 

Nomination limitations % None® However, each potential nomination, should be _ car- 
screened to assure that the nomination is warranted® if more than cue nominal; 
submitted/, indicate 'the order or preference® 


:fully 


i 
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